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JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

        

 
Supervisory Related BU: 

        

 
Confidential Related BU: 

        

 
Rank and File BU: 

        

RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 
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	Activity
	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: 01
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Teresa Engstrom
	SUPERVISOR'S CLASS: Principal Engineer, Water Resources
	personnel analyst: BLS
	personnel date: 1/31/13
	PERCENT OF TIME: 











40%
	activity: POSITION SUMMARY
Under supervision of the Assistant Division Chief, incumbent provides analytical support for various activities and programs for the Division of Engineering's (DOE) Office of the Chief, including DOE's Safety Program.  

ESSENTIAL FUNCTIONS
This position requires knowledge of Division programs, policies, and procedures; the ability to analyze situations; act tactfully; compose reports related to analytical assignments; communicate effectively both orally and in writing; maintain confidentiality; and work cooperatively and effectively with Division staff.  The incumbent must maintain consistent, predictable attendance, attend required meetings and exercise sound judgment.  The specific essential duties are:

Perform analytical support duties for the Safety Coordinator and Safety Program.  Duties include: verifying construction schedules with Construction Branch Project Headquarters chiefs; collect construction inspection reports and enter into Documentum; Create a brief summary for each performance measure for the Performance Metrics Report which includes: evaluate performance based on completed construction inspection reports; compile and maintain a log of safety actions as a result of safety audits and inspections; evaluate performance based on completed safety audits and inspections; compile data for 15 additional performance measures and compare against performance targets; Review and track all safety training completed by DOE staff for compliance with Division and Department standards, and maintain a list of incomplete safety training courses; coordinate with the Project Safety Office (PSO) to schedule training; facilitate courses conducted by PSO by arranging venues and preparing Training Requests and rosters; arrange for payment through the SAP requisition and purchase order process, or Cal-card where appropriate.  Coordinate with DOE staff and DWR's Public Affairs Office to develop safety awareness documents and exhibits for various uses, both public and internal. Develop and update safety-related procedures and process guides including DOE's Injury and Illness Prevention Plan, utility locations procedure, and audits and investigations procedure.  These duties may require driving on public roadways.
	classification: Staff Services Analyst (General)
	appointee: VACANT
	dwr position number: 3101-5157-900
	sap personnel no: 
	sap position number: 50062893
	division: DOE / Office of the Chief
	mcr: 1 
	percent2: 35%













10%










10%





5%






	activity2: Coordinate and provide analytical support in preparing reports for various programs and projects, including: Safety Program, Performance Metrics, and the Emergency Response Plan.  Duties for preparing Safety Program reports include: coordinate with Administrative Services Branch (ASB) staff on obtaining accident statistics; compare current statistics with historical data; analyze and draft a summary on trends; prepare a summary table; present results to DOE's Safety Coordinator and Assistant Division Chief.  Duties for preparing Performance Metrics reports includes: collect and compile results from Program and Project Managers throughout DOE; compare results with Performance Measures Targets; analyze and draft a summary on each Performance Measure that will be included on an annual report; analyze trends; make preliminary recommendations on improvements of performance; prepare tables as needed.  Duties for preparing DOE's Emergency Response Plan include: coordinate with ASB staff and DOE's Safety Coordinator to develop the layout of the plan; review existing DOE emergency response efforts and compile into a written plan; prepare charts and notification trees; prepare and update lists of emergency phone numbers.

Prepare and review documents for the Assistant Division Chief including handouts for the State Water Project Engineering Committee meetings (i.e. construction contract activity table, Project Charter and Resources Agreement summary table); presentation materials for DOE Auditorium meetings; handouts at Office of the Chief staff meetings; presentation materials for safety-related training; tables for design and construction cost data; and Annual Construction Activities for the California Water Commission, use computer software applications including Microsoft Word, Excel, PowerPoint, Visio.  For example, preparation of design and construction cost data includes collecting cost data from Program and Project Managers, using Microsoft Excel to import data and compute cost ratios, using Microsoft PowerPoint to prepare graphical presentation materials, analyzing data to determine trends, and using Microsoft Word to summarize results.

Prepare and make recommendations on content for the State Water Project Safety Awareness Website, including writing articles; monitoring the website regularly for out-of-date content, requesting changes from Webmaster, sending notification e-mails to DOE staff when changes or new entries to the website are made, and coordinating feedback from users with the DOE Safety Coordinator.

Coordinate and provide assistance with varied contract administration activities for Architectural and Engineering (A&E) and non-A&E contracts and task orders managed by the Office of the Chief such as construction management and safety training.  Prepare the Contract Request Form, Request for Qualifications (RFQ) Options Checklist, Qualification Requirements, Selection Criteria, Draft Scope of Work, and Program Contract Checklist; providing initial review of Statement of Qualifications (SOQ); assist during Q&A response period; assist with preparing task orders; coordinating with task order managers by collecting and maintaining a library of deliverables (including reports, safety training rosters, safety training documents).
	percent 3: 






	activity3: OTHER RESPONSIBILITIES
This position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering, and/or the Public Affairs Office during governor declared emergencies, flood, dam SWP, and other incidents and emergencies.  Additionally this position may participate in emergency operations in the capacity of area teams, field inspection, coordination, and assist agencies such as CalEMA and FEMA in disaster work, including performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and other emergencies. This position may also serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency preparedness, response, recover, and mitigation functions.  These functions are established in the California State Emergency Plan and the Department’s Administrative Orders.

SPECIAL REQUIREMENTS
Incumbent must have the ability to use word processing, spreadsheet and database software.  
Must possess a valid California driver's license.  May require the use of using a personal or State vehicle to travel to various DWR sites throughout the state and may include overnight travel.  




	supervisor name: Teresa Engstrom
	employee name: 


